ScreenCast Video Production Steps
APS Online Learning Technologies
	Meeting Sequence Schedule 
1. Complete and submit the Screencast Video Production Request/Revision Form: http://www.aps.edu/online-learning/sceencast-video-request
2. Schedule meeting 1 to review pre-production script writing phase. 

3. Schedule meeting 2 to train in the use of a screencast video tool.
4. Schedule meeting 3 to narrate and produce screencast video.
5. Schedule meeting 4 to assist in post-production editing phase. 

	Contact Mark Pugsley to schedule meetings 

APS Online Learning Technologies
6400 Uptown Blvd., Suite 550E

pugsley@asp.edu
505-830-8059



Note: the estimated time requirements (in red below) can vary and are dependent on a number of variables including: size of project, work schedules and level of screencast video experience.

Pre-Production Phase (4 to 16 hours)
(1) Review the following screencasts to get an idea what a screencast can accomplish. Basically any image or action on a desktop screen can be recorded along with voice input. 

How to Change APS Email Password:
http://www.screencast.com/t/NGMyM2MxM
Make a Screen Copy On Your PC:
http://www.screencast.com/t/L7DlGFG77e
Introduction to Blackboard Navigation: 
http://www.screencast.com/t/nhWyEIr3
(2) Plan your screencast. Thoroughly consider all parts to the screencast production. Consider the following questions: Is the visual information accurate? Is the audio information accurate? Will this information be accurate for the next 12 months?  

(3) Storyboard
(A) A storyboard is an important step prior to the screencast production phase.  No matter how short the screencast, this storyboard step will save time.
(B) First answer the question: What do you want your audience to know or be able to accomplish after viewing / listening to the screencast? 

(C) A screencast storyboard should include a short written description of what you plan to visually show and say during the recoding production phase.
· PowerPoint slides work well as a storyboard tool.

· Title each slide and divide the slide in half with a line. 
· The top section includes the visual description information and the bottom half includes the narrative/audio description information. 
· Think of each slide as holding one complete “chunk” or section of related visual content and narrative/audio content that will be recorded.  

(C) Be clear and concise in communicating your content. Consider the entire screencast video timeframe duration to be between 3 to 5 minutes. The audience will usually become restless after three to 5 minutes. 

A screencast storyboard PowerPoint template is available at: http://www.aps.edu/online-learning/sceencast-video-request
Production Phase (4 to 16 hours)
(1) A staff person (the narrator) will need to be selected to make the screencast. This will include control over the visual content and providing the voice narrative. It is recommended that the narrator be familiar with the content being presented. This will help in providing clarity of communication/instructions to the audience. 
(2) The narrator will be trained on how to use a screencast software tool to produce the screencast. 

The production phase will consist of two stages that will need to be scheduled at different dates/times:

· First stage will be a 2-hour training session.

· Second stage will be the production of the screencast. 
 

Post-Production Phase (2 to 8 hours)

(1) There are many editing features/options available after production recording. Initially, schedule two hours to review the production work and provide input on what the editing work needs to emphasize. Additional time maybe required during the editing phase to revise the final production.
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